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Foreword from the Chairman of the Coconino County Board of
Supervisors:

The foll ow ng Purchasing policy has been devel oped to ensure
proper accountability of the public funds entrusted to Coconi no
County and to maintain those controls necessary for the County to
efficiently operate. The uniform Purchasing Policy ensures
adequate control over budgets and expenditures, and adherence to
| egal and ethical procurenent procedures. Centralized review and
processi ng of purchases, using standardi zed guidelines is an
essential conponent of the County's overall financial managenent
system

Compliance with these policies and guidelines is obligatory. In
many i nstances they are sinply restatenents of Arizona Revised
Statutes or required by the Uniform Accounting Manual for Arizona
Counti es, and they have been reviewed and adopted by the

County Board of Supervisors. Abuse or non-conpliance with the
policies and guidelines could result in disciplinary action or

personal financial liability. It is of the utnost inportance
that all enpl oyees affected understand these policies and
guidelines. It is the responsibility of each departnent head to

ensure that all enployees in their departnment adhere to these
policies and gui del i nes.

Matt hew G- Ryan

Chai rman of the Coconino County Board of Supervisors



COCONI NO COUNTY
PURCHASI NG POLI CY

SECTI ON ONE
| NTRODUCTI ON

1.1 PURPGCSE

The purpose of this manual is to establish the purchasing
policies for Coconino County and to inform County staff and the
public of these policies. The policies presented in this manual
have been revi ewed and approved by the Board, and should be used
to determ ne the appropriate policies to be followed for a
particul ar procurenent. In cases where this policy does not
address a particular situation, the Arizona State Procurenent
Code found in Title 41 of the Arizona Revised Statutes will be
fol | oned.

1.2 Authority

I n accordance with ARS 11-201, the Board of Supervisors is the
only entity that has authority to incur financial, |egal and

ot her obligations on behalf of the County, its agencies and

el ected officials. Although some county officials may have
express or inplied authority to enter into contracts, all of
their expenditures are subject to budgetary approval by the Board
of Supervisors. To ensure fiscal control, the Board of

Supervi sors nust approve all contracts or specifically authorize
a designated el ected or appointed official to enter into
contracts. The Board has delegated this authority as foll ows:

1. The Finance Director nay approve purchases and contracts for
amounts | ess than $10, 000.

2. The Purchasi ng Manager nay approve purchases and contracts
of less than $3, 000.

3. Depart nent Heads may approve purchases and contracts of |ess
t han $1, 000.



4. The Finance Director nay approve energency or field
expedi ency purchases to personnel in other County
Departnments, as specified in section 10, provided such
delegation is limted, specific, and subject to i nmedi ate
revocati on.

5. The Finance Director has the authority for issuing
invitations for formal bids and Requests for Proposals.

6. The Finance Director shall coordi nate and manage the
di sposal of the county’s surplus and obsolete materials and
equi pnent .

7. The Finance Director will devel op the specific procedures
necessary for the purchasing process.

8. All contracts shall be reviewed by the County Attorney’s
Ofice.

9. Nei t her el ected nor appointed Departnment Directors may

exceed the limts of this Purchasing Policy unless the Board
of Supervisors or the Arizona Revised Statutes del egate
specific authority.

10. The County Manager nust approve all purchases of goods and
servi ces between $10, 000 and $30, 000. The Board of
Supervi sors nust approve all purchases of goods and services
for $30,000 and above. These procurenents nust be put on
the Board s agenda and be routed through the Budget,
Pur chasi ng, R sk Managenent and County Attorney Departnents.

1.3 Fornmal Bid and Quote Levels
A. Acquisition of Goods, Materials & Non-professional Services.

The amount of cost analysis and procedural formality required
varies with the specifics of each transaction. The chart bel ow
identifies the type of conparative pricing information required
for different cost levels, as well as the nethod to be used.

Departments nust receive three witten price quotes from vendors
in response to a conplete set of witten specifications or scope
of work for acquisitions from $3000.01 to $30, 000. The County
Depart ment nust have a set of witten specifications or scope of
work, list of vendors contacted and all witten responses or non-
responses fromvendors on file at the departnment. For any

procur enent between $10, 000 and $30, 000 a copy of the written
specification or scope of work and all witten responses nust be
retai ned by the using departnent.



(1) Requires requisitions & price guotes

$1, 000. 01 to $3,000 Three Verbal Price Quotes.

$3, 000.01 to $30,000 | Three Witten Price Quotes.

Above $30, 000 Seal ed Conpetitive Bids.

(2) Exenpt fromrequisition subm ssion - see page 9.

B. Acquisition of Architectural and Engi neering Services

The enpl oynent of an architect, |andscape architect, assayer,
geol ogi st or land surveyor on projects |ess than $250, 000 or

engi neering projects |ess than $500, 000 may be sel ected by direct
sel ection, public conpetition or a Qualifications Based System

(QBS) .

For projects exceedi ng $250, 000 for architects, |andscape
architects, assayers, geologists and |and surveyors and

engi neering projects exceedi ng $500, 000 the @BS process nust be
used.

These processes and definitions are discussed in Section 6.3

C. Acquisition of Legal Services

$1, 000. 01 Sel ect fromqualified vendor I|i st

All el ected and appoi nted departnent heads and Taxing Districts
must have approval fromthe County Manager, County Attorney’s
O fice and the Board of Supervisors in order to obtain |egal
services outside the County Attorney’s Ofice, even if the
services are on a pro-bono basis.

The Superior Courts, County Attorney, Public Defender’'s Ofice
and Legal Defender’s O fice may, in accordance with the County
purchasi ng policy, acquire | egal services in the discharge of
their regular duties as required by statute. Al |egal services
required by the Superior Courts, County Attorney, Public
Defender’s O fice and Legal Defender’s offices outside the
regul ar course of business require approval of the County
Manager, County Attorney’s O fice and Board of Supervisors.



D. Acquisition of other Professional Services.

$1,000.01 to $3,000 | Three Verbal Proposals.

3,000.01 to $30,000 | Three Witten Proposals.

Above $30, 000 Formal RFP process.

E. Acquisition of Construction Contracts

Construction contracts will be awarded through a solicitation of
bids in accordance with Title 34 of The Arizona Revised Statutes.

1.4 Records Retention

Al l procurenent records shall be retained and di sposed of by the
County in accordance with record s retention guidelines and
schedul es issued by the State of Arizona Departnent of Library,
Archives and Public Records. |If a contract is funded in whole or
in part by assistance froma federal agency, then the record’ s
retention requirenents of that granting agency shall be foll owed.
Def aci ng or changing records is expressly prohibited and w |
result in disciplinary action. Records or docunments are not to be
renmoved fromtheir normal location in the Purchasing Ofice

wi t hout approval of the Finance Director.

Al'l determ nations and other witten records pertaining to a
solicitation, award or performance of a contract shall be

mai ntai ned by the County in a bid file by originating departnents
and the purchasing office.

1.5 Salesnmen Calling on Users

All new contacts between suppliers and user departnents shoul d be
coordi nated through the Purchasing Ofice. This action is to
protect the interests of the supplier and the County by ensuring
that ethical standards are observed, as well as to prevent the
possibility of an unauthorized order fromoccurring. Any person
who pl aces an unaut hori zed order on behal f of the County runs the



risk of being held personally liable for the cost of the
pur chase.

1.6 Conflict of Interest
State Statute, defines conflict of interest, in part, as follows:

ARS 38-503 Conflict of Interest; exenption; school board nenber.
Any public officer or enployee of a public agency who has, or
whose rel ative has, a substantial interest in any contract, sale,
purchase or service to such public agency shall make known that
interest in the official records of such public agency and shal
refrain fromvoting upon or otherw se participating in any manner
as an officer or enployee in such contract, sale or purchase.

The nere enpl oynent of an individual sinultaneously by the County
and an outside conpany that has a direct or indirect business
relationship with the County, in itself, establishes no conflict
of interest. A conflict of interest would arise if actions by
the County enpl oyee conferred a direct or indirect pecuniary or
proprietary benefit on the County enpl oyee or a relative by
virtue of that person's connection with the outside business.
The | aw provi des that when the potential for a conflict of
interest arises, the County enployee nmust nmake his interest (or
that of a relative) known and refrain fromtaking any action or
otherwi se participating in any way in the matter.

When a potential for conflict of interest arises, the County

enpl oyee must provide witten notification to the County C erk of
the Board, identifying what rel ationship exists that could be
classified as a potential conflict.

Shoul d a question arise pertaining to any potential conflict of
interest in a purchasing situation, consult with the Finance
Director or the County Attorney's office for advice.

1.7 Confidential Informtion

Procurenent information shall be a public record to the extent
provided in ARS 39-121 and shall be available to the public as
provided in the statute.

Clainms of confidentiality may be honored in limted circunstances
to the extent allowed under the | aw as an exception to the public
records requirenments. Confidential information shall be

desi gnated as foll ows:



A. If a person believes that a bid, proposal, offer,
specification, or protest contains information that should be

wi t hhel d, a statenent advising the Purchasing Manager of this
fact shall acconpany the subm ssion and the information shall be
so identified wherever it appears.

B. The information identified by the person as confidential shal
not be disclosed if the Purchasing Manager nmakes a determ nation
t hat di scl osure should not be nade. The County Attorney’'s O fice
may be asked to assist in these determ nations.

C. Cains of confidentiality will be considered on a case-
by- case basis.

1.8 Severability

The provisions of this policy are declared to be separate and
severable. The invalidity of any clause, sentence, paragraph,
subdi vision, or division, or the invalidity of the application

t hereof to any person or circunstances shall not affect the
validity of the remainder of this policy, or the validity of its
application to other persons or circunstances.



SECTI ON TWO,
REQUI SI TI ONS

2.1 Pur pose

The purpose of issuing requisitions is to provide a nethod for
County departnents to obtain necessary equi pnent, materials,
supplies and services, and for the rental and |easing of

equi pnent, when the anticipated cost is above $1,000. This
process is al so necessary to insure that budgeted funds are

avai lable prior to commtting County funds. Requisitions nust be
entered into the financial managenent system prior to making

pur chases, except in energency situations.

The two nost inportant functions of a requisition is to convey to
t he vendor and the Purchasing O fice exactly what the user
requirements are and to check the availability of budgeted funds.
Users shoul d nake certain the product or service description is
cl ear, concise and contains sufficient information for the buyer
to make the proper purchase. Requisitions that are properly
created by the user departnent increase the efficiency of the
procurenent process and reduce the tinme needed to process the
requi sition.

Purchases that are exenpt fromrequisition subm ssion are:

a. Salaries and related costs; FICA Federal and State
wi t hhol di ng t ax

b. Visiting judges, and County court reporters

c. Jury and witness fees (does not include expert wtness)

d. Travel

e. Uilities: telephone, gas, electric, water, etc.

f. Uniformall owances for Sheriff's deputies

g. Medical costs for indigents

h. Intergovernnental service departnent charges;
phot ocopi er, nechani ca

. Expenditures fromPetty Cash

j . Purchases of $1,000 or |ess

k. Emergency purchases of |owcost itens. These may, in

certain circunstances be purchased directly by
user departnments and paid as short clains, if
prior approval fromthe Purchasing Ofice has been
obt ai ned.

I | nsurance settl enents.

m  Revenue refunds.

n. OQhers, as approved by the Board of Supervisors.

0 Post age

SECTI ON THREE



PURCHASE ORDERS

3.1 Purpose

The purpose of a purchase order is to serve as a contract

bet ween the County and a supplier for the procurenent of

equi pnent, supplies, services, materials, |and, buildings, and
the | ease/ purchase or rental of equipnent.

3.2 General Informtion

Except in energencies, the Purchasing Ofice will only issue a
purchase order after receipt of an approved purchase
requi sition froma user departnent.

If a purchase order is not filled wthin 90 days of issuance
wi t hout notification fromthe supplier, or if prior
arrangenents for specified delivery tinme have been nade, that
pur chase order may be cancel ed. The Purchasing O fice wll

di scuss this wth the user departnent prior to canceling an
or der.

3.3 Bl anket Purchase O ders

Bl anket Purchase Orders differ fromstandard orders because
budget ed funds are not encunbered. Bl anket purchase orders may
be used for purchases that require nultiple paynents and/ or
deliveries for undeterm ned anpbunts such as copi er maintenance
or when nore than one departnent is sharing the costs of the
goods or services.

Only the Purchasing Ofice may initiate blanket purchase

orders. Bl anket purchase orders will be requested by the user
departnent, in witing, stating the period covered and a "not to
exceed anmount” to be purchased during the period. Wth the
exception of copier maintenance agreenents, the tine period
covered should be Iimted to up to three nonths.

The use of bl anket purchase orders nust be very limted, or
control over expenditures and econony in purchasing wll
decr ease.

SECTI ON FOUR
GENERAL PROVI SI ONS



4.1 Devel opi ng Suppliers

The overriding principle which guides the Purchasing Ofice in
searching for new suppliers and in dealing with current
suppliers is to bring about the best conpetition practical.
Wiile it is inpractical to secure bids or quotes fromevery
qualified supplier, it is necessary that conpetition be as
representative and as broad as circunstances pernmt. To assure
this conpetition, every effort is made to solicit bids from
manufacturers as well as distributors or dealers.

4.2 Bidders List

The Purchasing O fice keeps current lists of suppliers who are
interested in selling goods to the County. Suppliers are put
on the bidder’s |ist when they so request, by conpleting a

bi dders list application. The vendor will remain on one or nore
commodity lists until either they have failed to bid on a
particul ar conmmodity for a reasonable period of time, or are
determined by the Finance Director to be no | onger responsive
and responsible. It is the express responsibility of the
vendor to ensure that they are registered to receive
invitations of bids and to notify the County of any address or
ot her relevant change to their application.

4.3 Val ue Analysis

The Purchasing O fice shall conduct an ongoi ng program of val ue
anal ysis, deciding the propriety of each contenpl ated purchase
based on whether it has value to the County at the price for
which it is being sold. The val ue anal ysis program i ncl udes
eval uation of the effectiveness of systens, products,
specifications, standards, practices, and procedures, to
determine their ability to satisfy the required function at the
| onest total cost to the County. In determning the total cost
of ownership, it may be necessary to consider el enents other
than the initial purchase price, such as the itenms
performance, reliability, quality, and maintainability.

4.4 Taxes

Coconi no County is responsible for the paynent of al
appl i cabl e sal es and use taxes as nmay be required by the State



of Arizona or its political subdivisions, or nunicipalities, in
accordance with State tax |laws, or local tax |aws.

Coconino County is exenpt fromthe paynent of Federal Excise
t axes.

4.5 Requirenents Planning for User Departnents

When unusual requests for goods and services are anticipated, a
requesting departnment should notify Purchasing as soon as
possible in order to provide sufficient lead tinme for the
procurenent of the goods or services.

Acquiring goods and services is a many-faceted process that
requires interaction and cooperation anong all persons

i nvol ved. Proper planning for future requirenents and

comuni cation of these needs to the Purchasing Ofice wl|l
result in materials and services being avail abl e when needed by
a usi ng departnent.

The i nportance of proper planning by the user cannot be over-
enphasi zed. Through effective planning, the user can (1) avoid
| ost staff-hours caused by material stock-outs and/or shortage;
(2) reduce the nunber of "rush" purchases necessary to avoid
stock-outs; (3) increase the overall efficiency of the County
t hr ough reduced procurenent costs; (4) avoid increased

acqui sition costs often occurring in "rush" purchase
situations; (5) identify goods which can be standardi zed

t hroughout the departnents; (6) reduce the cost of goods or
services through the continuous eval uati on and nodification of
specifications, to identify and delete itens which add cost,
but not necessarily value, to the product.

4.6 Capital CQutlay Buying

Capital Qutlay Buying is defined as nachinery, equipnent, and
vehicles with a usual |ife exceeding one year, costing $5, 000
or nore. Also included are |and, building and inprovenents
ot her than buil dings costing $5,000 or nore.

General ly, capital outlay purchases nust be proposed and
approved as part of the annual budget process. However,
occasionally it is necessary to make non-budgeted capital
outl ay purchases when unusual circunstances exist.

Non- budget ed capital outlay purchase requisitions are subject
to Pl anni ng and Budget Director and County Manager review and
approval to determine the availability of funds. The Pl anni ng
and Budget Director may review any capital outlay purchases.

10



If the Budget director determ nes that funds are available, the
request wll be forwarded to the Purchasing Ofice.

The Purchasing O fice nust receive the approved requisition and
speci fications, (when required) at |east 6 weeks prior to
expected delivery date. Each departnent is responsible for the
tinmely subm ssion of requisitions and specifications for its
capi tal outlay equipnent.

Approved itens costing |l ess than $30,000 will be purchased as
soon as possible after receipt of approved requests.

Capital itens over $30,000 will be purchased through the
conpetitive bid process, per ARS 11-254.01 (as anended 5-8-87).

4.7 Purchasing with Grant Funds

If a departnent uses grant funding for purchases and the

speci fic funding agencies policies and gui delines are not
covered by the County’s Purchasing Policy, conpliance with
those policies and guidelines is obligatory. Any additiona
policies or procedures required by outside funding sources
shoul d be foll owed when they apply to a particular procurenent.

It is the responsibility of each departnent head to devel op
departnental policies and guidelines to ensure that al
enpl oyees adhere to the County’s purchasing policies and

procedures and any additional purchasing policies and
procedures required by their other funding sources.

SECTI ON FI VE
Conpetitive Seal ed Bids

5.1 Purchases of Over $30, 000

11



Aut hority

In accordance with the authority delegated by the Board of

Super vi sors, t he Fi nance Di rector is responsi ble for
preparation of requests for bids, opening of bids, and
recommendations regarding awards in connection wth the

purchase of supplies, materials and nonprofessional contractual
services with an estimated total cost in excess of $30,000.
Coconino County follows ARS 11-254.01 as its authority for
publ i c bidding procedures. As of this witing, ARS 11-254.01
st at es:

"11-254. 01. County purchasing procedures; purchases to be
based on conpetitive bids; content and issuance of invitations
and specifications; basis of awards and rejection of bids;
pr of essi onal services; buildings.

A Al'l  purchases of supplies, materials, equipnent and
contractual services, except professional services which are
procured through the formal RFP process described in Section
Seven, made by the County having an estimated cost in excess
of ten thousand dollars per transaction shall be based on
seal ed, conpetitive bids. The County Purchasing Agent shal
gi ve notice of awards, upon Board of Supervisors' approval.

The invitation for bids and specifications nust be issued in
sufficient time before the purchase is nade and in sufficient
detail to permt free conpetition. Notice of the invitation for
bids shall be published in a newspaper in accordance with the
provisions of Title 39, Chapter 2 wunless the Board of
Supervisors, by at least two-thirds vote of its nenbershinp,
determi nes that an energency exists requiring imrediate action
to protect the public health or safety. Copies of the
invitation and specifications shall be supplied to, and bids
shall be solicited from qualified sources consistent with the
item to be purchased as determned by the county purchasing
agent, including all qualified suppliers who, before the
I ssuance of the invitation notify the purchasing departnent in
witing that they desire to bid on naterials, supplies,
equi pnment or contractual services.

B. Bids shall be publicly opened at the tinme and place stated
in the invitation. On Board approval, the county purchasing
agent shall nmake awards with reasonable pronptness by giving
witten notice to the responsible bidder whose bid is
responsive, i.e., conforns to the invitation, and whose bid is
the nobst advantageous to the —county concerning price,
conformty to the specifications and other factors. The Board
may reject all bids if rejection is in the public interest.

12



5.2 Purchases That Must Be Bid Publicly

Al supplies, mterials, equipnent and contractual services
with an estinmated total cost in excess of $30,000. Emer gency
and sol e source procurenents in excess of $30,000 are explai ned
I n sections nine and ten respectively.

5.3 Printing

Pursuant to ARS 11-255, all advertising, publications, printing
must be publicly bid on an annual basis. Al departnents are
required to use the vendor who is awarded this bid for all of
the itens |isted on the contract.

5.4 Construction Contracts

In accordance with Title 34 of the Arizona Revised Statutes,
bids will be solicited for the construction of public buildings
and i nprovenents.

5.5 Bid Specifications

The first task which nust be conpleted when a user departnent
wi shes to purchase an item with a total cost in excess of
$30,000 is the preparation of a bid specification. The
specification nmay be witten by the Purchasing Manager wth
input from the Departnent. If the item or service required is
of a specialized nature, the specification nay be witten by
the department and sent to the Purchasing Ofice for editing

Every effort should be nmade to ensure that the specification
provides potential suppliers with a description which 1is
conpl ete and accurate w thout being overly restrictive.

Conpl eted bid specification packets including purchase
description, delivery and/or performance schedul e, and eval uation
criteria are available fromthe Purchasi ng Departnent which can be
reached at (928)779-6712 or by visiting the Coconi no County web-
site at http//co.coconino.az.us/purchasing/index/cfm

5.6 Call for Bids

After the bid specification is prepared, the Purchasi ng Manager
issues a Call for Bids for the desired item wusing the Serial
Bi d nunber. Pursuant to ARS 11-254.01, notice of the bid nust
be published in the newspaper for four (4) consecutive days

and copies of the notice sent to all those who are registered

13



as potential suppliers for the item Current providers of
service contracts will automatically receive a notice of cal
for bids regardless of whether they are registered on the
bidder’s |ist. The Notice will indicate the address to which
to return the bids, the tine deadline for bid submttal, and
the place of the bid opening.

5.7 Pre-Bid Conference

A pre-bid conference and/or wal k-through site inspection nay be
conducted to provide a conplete explanation and clarification
of all bid specifications to the suppliers. The notice for a
pre-bid conference wll be stated in the Call for Bid
docunent s.

5.8 Bid Opening

The Finance Director or their designated representative wll
hold the opening of bids, at the tine and |ocation stated in
the Call for Bids. A reasonable period of time for the
preparation of bids shall be allotted between the issuing of
the Call for Bids and the schedul ed date of opening. Bids are
secured in a locked vault located in the Cerk of the Board of
Supervisors Ofice until opening. Bid envelopes will be opened
and bids read aloud at the public bid opening. A representative
of the Clerk of the Board's Ofice will be present at all bid

openings, and wll initial each bid. Faxed bids wll not be
accept ed.

Al information submtted, excepting proprietary information,
will be nade available for public inspection follow ng award of

the contract.

5.9 Pre-Opening Mdification or Wthdrawal of Bids

A bidder may nodify or withdraw their bid at any tine before
bid opening if the nodification or wthdrawal is received
before the tinme and date set for bid opening at the |ocation
designated in the call for bids.

5.10 Errors/Corrections to Bids
After bid opening, corrections to bids shall be permtted only
to the extent that the bidder can show by clear and convincing

evidence that a m stake of a non-judgnental character was nade,
the nature of the m stake, and the bid price actually intended.
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After bid opening, no changes in bid prices or other provisions
of bids prejudicial to the County or fair conpetition shall be
permtted. In lieu of bid correction, a |ow bidder alleging a
material mstake of fact may be permtted to withdraw its bid
i f:

1. The mstake is clearly evident on the face of the bid
docunment but the intended correct bid is not simlarly evident;
or

2. The bidder submts evidence that clearly and convincingly
denonstrates that a m stake was made. Al decisions to permt
the correction or withdrawal of bids, or to cancel awards or
contracts based on bid mstakes, shall be supported by a
witten determ nati on made by the Purchasi ng Manager.

5.11 Unsigned Bids

Bids nust be signed by an appropriate officer or authorized
representative. However, unsigned bids wll not necessarily be
rejected if the om ssion was determned to be a clerical error.
A signed document nust be submtted declaring the clerical
error and stating the offer is true in order for the bid to be
eval uated for possible award.

5.12 Late Bids

The Call for Bids states the date, tine and place assigned for
the opening of bids and no bid will be accepted after the tine
indicated in the call. A bid will not be considered late if it
can be shown that the County received the bid by the tine
indicated on the invitation to bids, but internally, inproperly
handl ed and/or delivered. Any late bids will not be opened,
but returned to the vendor marked as | ate.

5.13 Addendumto Notice of Call for Bids

An addendum to an invitation for bids shall be issued if
necessary to:

1. Make changes in the Notice of call for Bids.

2. Correct defects or anbiguities.

3. Furnish to other bidders, information given to one
bidder, if the information will assist the other bidders
in submtting bids or if the lack of information wll
prej udi ce the other bidders.

4. Correct quantities on the bidding schedul e.

5. Correct, add to or clarify specifications.
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Addenda shall be sent to all persons to whom the purchasing
O fice has sent bid packets. The addendum shall require that the
bi dder acknow edge recei pt of the addendum If a bidder fails to
acknow edge the recei pt of the addendum the County may waive the
requirenent as informality, if the vendor’s proposal shows that
the information given in the addendum has been addressed.

5.14 Bid and Performance/ Paynent Bonds

Bid and Performance and Paynent bonds are normally not required
for supplies, materials, equipnent, and professional services.
However, such bonds or professional liability insurance my be
requi red for nonprofessional service contracts at the discretion
of the Finance Director, and shall be required for contracts for
the construction of buildings and of buildings and public
i mprovenents. Bids submtted without bonding requirenents will be
automatically rejected. Performance and paynent bonds are
bi ndi ng on the parties upon execution of the contract.

Per f or mance/ paynent bonds nust be executed by a surety conpany
aut horized to do business in the State of Arizona. In lieu of a
bid bond, the bidder may submit a certified check, or cashier’s
check.

Wen a bid bond is required, the bonds of the three | owest
bi dders are retained in a |ocked vault by the Cerk of the Board
until award of the bid is made by the Board of Supervisors.
However, a bidder other than the three |ow bidders, who has
deposited a bond/surety may request his bid deposit be returned
prior to the award. If the bid is for a procurenent for which a
contract is required, the three |ow deposits will be retained
until the contract is executed and filed in the Cerk of the
Board’s Ofice. In case a performance and paynent bond is
requi red, deposit of successful bidder will be held until the
terms of the contract are conpl et ed.

5.15 Responsibility of Bidders and O ferors
A. Determ nation of non-responsibility.

If a bidder or offeror who otherw se would have been awarded
a contract is found non-responsible, a witten determ nation
of non-responsibility, setting forth the basis of the
finding, shall be prepared by the Purchasing Manager. The
unreasonable failure of a bidder or offeror to pronptly
supply information in connection with an inquiry with respect
to responsibility may be grounds for a determ nation of non-
responsibility with respect to such bidder or offeror.
Factors which may be <considered in determning if a
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prospective contractor is responsible may include but not be

l[imted to :

1. The proposed contractor’s financial, physical, personne
or other resources, including subcontracts;

2. The proposed contractor’s record of performance;

3. Wiether the proposed contractor is legally qualified to
contract with Coconi no County;

4. \Wether the proposed contractor has supplied al

necessary information concerning its responsibility.

The final determnation is mde by the Finance D rector and
shall becone part of the contract file and is nade a public
record.

The Purchasing Mnager may establish specific responsibility
criteria for a particular procur enent . Any specific
responsibility criteria shall be stated in the solicitation.

Al  vendors shall be required to conplete a disclosure of
responsibility statement and an affidavit of non-collusion when
submtting bids and proposals. See appendix A and B for
exanpl e.

B. R ght of Non-disclosure.

The County shall not di sclose information regarding
responsi bility furnished by a bidder or offeror pursuant to
this section.

5.16 ldentical Bids

In the event that two or nore bidders offer identical bids, al
bids may be rejected and new bids invited, unless it is deened
in the best interest of the County to award the bid to one of
the tied bidders by using a coin toss, or to split the award if
it is agreeable to both bidders and wll not result in added
cost to the County.

5.17 Rejection and Cancel |l ation of Bids
The Board of Supervisors reserves the right to reject any and
all bids if they consider it to be in the best interest of

Coconi no County.

Prior to opening, a solicitation may be canceled in whole or in
part when it is determned, in witing, that such action is in
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the County’s best interest for reasons including, but not
limted to:

a. the County no |longer requires the proposed procurenent;

b. the County can no | onger reasonably expect to fund the
procurenent; or

c. proposed anmendnents to the solicitation would be of such
magni tude that a new solicitation is desirable.

Wen a solicitation is canceled prior to opening, notice of

cancel lation shall be sent to all businesses solicited. The
notice of cancellation shall identify the solicitation, the
reason for cancellation, and where appropriate, explain that an
opportunity will be given to conpete on any re-solicitation or

any future procurenent.

After opening, but prior to award, all bids or proposals may be
rejected in whole or in part when it is determined in witing
that such action is in the best interest of the County for
reason including, but not limted to:

a. The procurenent is no | onger required;

b. Ambi guous or ot herw se i nadequate specifications were part
of the solicitation.

c. The solicitation did not provide for consideration of al
factors of significance to the County;

d. Prices exceed available funds and it would not be
appropriate to adjust quantities to cone within avail able
funds;

e. All otherw se acceptable bids or proposals received are at
clearly unreasonable prices; or

f. There is reason to believe that the bids or proposals may
not have been independently arrived at in an open
conpetition, nmay have been collusive, or may have been
submtted in bad faith.

A recommendation to reject any or all bids is docunented by
nmeans of an explanatory letter fromthe Finance Director to the
County Manager on a Board agenda form The reason for
cancel lation or rejection shall be nmade part of the bid file
and avail abl e for public inspection.

5.18 Bid Evaluation and Award

After the bid opening, the user departnent wll prepare a
detailed tabulation of all bids, which will then be reviewed by
the Purchasing Ofice. In case of a difference between the
unit prices and extended totals in a bid, the unit price shal

prevail . In case of a difference between witten words and
figures in a bid, the amount stated in witten words shall
govern. Al'l relevant state and |ocal, and use taxes shall be
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included in the final bid anpbunt shown as this is the anount
that will be wused for purposes of bid evaluation. After
reviewing the bids with the departnent originating the request
and the bid evaluation commttee (if such a commttee is being
used), the Departnment will submit a reconmmendation for award to
the |owest responsive, responsible bidder. The recomendation
must go through the Purchasing Ofice for review, then to the
Board of Supervisors on a Board agenda form

No criteria may be used in bid or proposal evaluation that is
not set forth in the bid docunents.

Upon receiving a recomendation for award (or rejection of
bids), the Purchasing Ofice wll, in witing, notify al
of ferors of the recomendati on.

If the low bid is found to be unacceptable, justification wll
be submtted in witing to the Purchasing Ofice. The
recommendation to the Board of Supervisors nust contain
detailed explanations as to how or why the low bid was
unaccept abl e.

The County reserves the right to waive any minor informality in
accepti ng and awardi ng of bids.

5.19 Protest of Award

Any bi dder objecting to the recommendation of award, rejection
of a bid, solicitation procedures of a bid, or any portion
thereof (the Protester), nust submt a witten protest to the
Pur chasi ng Manager. This protest nust be submtted prior to
the Board of Supervisors neeting at which the recommendation is
on the agenda for award or rejection. The protest nust be filed

with the Purchasing Mnager wthin five business days from
notification of the recommendati on.

The witten protest shall contain the follow ng information:
1. The nane, address and tel ephone nunber of the protester.
2. The signature of the protester or its representative.

3. Identification of the solicitati on nunber.

4. A detailed statenment of the |egal and factual grounds
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of the protest including copies of relevant docunents;
and,

5. The formof relief requested.

The Purchasing Manager nmay dismss a protest, upon witten
determ nation, before scheduling an appeal if:

1. The grounds for the protest are not valid according to
County policy

2. The protest is untinmely (not within five (5) business days
fromnotification).

3. The possible remedies would wunfairly prejudice other
interested parties, inpact the integrity of the procurenent
system or have a serious detrinental affect on the good
faith of the parties, cost to the County, the urgency of the
procurenent, and the inpact of the relief upon the using
depart nment.

I f the Purchasing Manager sustains the protest in whole or part
and determines that a solicitation or proposed contract does
not conply with the policy, the recommendation for award shal
be stayed and an appropriate renedy shall be inplenented.

In determning an appropriate remedy, the Purchasing Manager
shall consider all the circunstances pertaining to the proposed
procurenent including but not limted to, the seriousness of
the procurenent deficiency, the degree of prejudice to other
interested parties or to the integrity of the procurenent
system the good faith of the parties, cost to the County, the
urgency of the procurenent, and the inpact of the relief upon
t he usi ng departnent.

An appropriate renedy may i nclude one or nore of the foll ow ng:

1. Wt hdr aw staff r ecomrendati on, and rei ssue t he
solicitation;

2. Wthdraw staff recommendati on, and i ssue a new
solicitation;

3. Wthdraw staff recommendation, and recommend award of
contract consistent with the County Purchasing Policy; or

4. Such relief as is determ ned necessary to ensure conpliance
with this section.
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If the determnation of the Purchasing Manager is not
satisfactory to the party submtting the protest, an appeal
with a designated deputy /assistant county nanager of the
County Manager’'s Ofice may be requested. The sane renedies
are avail able as |isted above.

The witten determ nation of the County Manager’s O fice shal
be final.

5.20 Change Orders

The County, wthout invalidating the <contract, my order
changes in the work within the general scope of the contract
consisting of additions, deletions, or other revisions; the
contract sum and the contract tine being adjusted accordingly.
Al such changes in the work shall be authorized by change
order, and shall be perfornmed under the applicable conditions
of the contract docunents. The contractor shall bear any
additional fees and costs incurred by the owner, architect,
engi neer, or consultant for fees as a result of a change order
whi ch adjusts the contract time and which is not because of any
act or omssion of the owner, architect, engi neer  or
consul tant.

The cost or credit to the Owmer resulting froma change in the
work shall be determned in one or nore of the follow ng ways:

1. By unit price stated in the contract docunents.

2. By cost, as defined below, properly item zed and supported
by sufficient substantiating data to permt evaluation, plus
a fee of 10% Such costs shall be itemzed by crafts
defined within the schedule of values and limted to the
followwng itens directly allocable to the change in work:

a. Cost of materials, including cost of delivery.

b. Cost of labor, including, but not limted to, socia
security, and unenploynent insurance and fringe benefits
requi red by agreenent and worker’s conpensati on
I nsur ance.

c. Rental value of equipnment and machi nery.

d. Sales tax, insurance and bond prem uns.

e. Amounts for any additional supervision and field

of fi ce personnel, which shall not exceed five (5%
percent of the total of the above paragraphs.
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3. By nutual acceptance of a lunp sum properly item zed and
supported by sufficient substantiating data to permt
eval uation; provided that such lunp sum shall not exceed
t hat anount cal cul at ed under b) above.

A. Construction Projects

Al change orders within anmounts appropriated in the current

fiscal year budget for the subject of the bid award w Il be
authorized and executed in the follow ng manner. The change
order will be initialed by the project architect/engineer with

their recommendati on and forwarded for approval or rejection.
Authority to approve change orders is as foll ows:

$5000 or less - Project Mnager
$5- 10, 000 - Departnent Director
greater than $10, 000 - County Manager

The above authority for Project Mnagers and Departnent
Directors applies to the cunul ati ve anmount of change orders on
a project. For exanple, if the totals of five $3000 change
orders are incurred, the Departnment Director nust approve the
second and third change order and the County Manager nust
approve the fourth change order, as the cunulative anount
exceeds $10,000, and all subsequent change orders within the
approved contract. A change order tabulation sheet nmust be
submtted showng all change orders incurred for a project
al ong with each request for approval of a change order.

| f any change order causes the total expenditures on a project
to exceed the amount of the contract for that project approved
by the Board of Supervisors, then the Board of Supervisors mnust
approve that change order. The Board of Supervisors nust approve
any single change order exceedi ng $30, 000.

B. Equi pnment, Goods, and Services

Al change orders within anmounts appropriated in the current
fiscal year budget for the subject of the bid award w Il be
aut hori zed and executed in the follow ng manner. If the change
order is for less than $10,000 the Departnent Head will have
authority for approval or rejection. |f the change order is
bet ween $10, 000 and $30,000, the County Manager’s approval is
needed. If the change order exceeds $30,000 the Board of
Supervisors will have the final authority to sign the change
order. If any change order exceeds the current fiscal year

22



budget for the subject project, the Board of Supervisors nust
approve it.

The Board of Supervisors reserves the right to adjust these
aut hori zed approval anounts for each individual project.

23



SECTI ON SI X:
COWPETI Tl VE SEALED REQUEST FOR PROPOSALS( RFP’ s)

6.1 General Provisions

Conpetitive sealed proposals are only to be used when the use
of conpetitive sealed bidding is either not practical or not
advantageous to the County as determ ned by the Purchasing
Ofice. This process is generally used for the procurenment of
pr of essi onal and non- prof essi onal services.

6.2 Request For Proposals

Prof essional and/or other services with an estimted val ue of
$30, 000 or nore shall be procured through a formal request for
proposals. The procedure for formal request for proposals is
established for the purpose of providing an alternative nethod
to sealed conpetitive bid for the purchase of professional and
ot her services. The procedural guidelines outlined in sections
5.5 through 5.20 of conpetitive Sealed Bids, also apply to
RFPs. As with formal bids, the user departnent initiates the
process and assists the Purchasing Mnager in creating a
specification, called a "Scope of Services". Wwen the RFP is
ready, notice of the RFP is published in the newspaper for four
consecutive days, and copies of the Notice of RFP are sent to
the current contractor (if applicable) and all those who have
registered with the County as potential providers for the
required services.

Proposals wll be opened publicly at the tinme and place stated
in the Request for proposals. The Request for Proposals wll
i nclude a statenment of how the proposals will be evaluated, the
relative inportance of price and other factors, the general
terms of the witten contract, and that professional liability
i nsurance may be required.

Questions from offerors regarding any clarifications of the RFP
wi Il be answered prior to the opening. |If any question results
in a change to the scope of work, an addendum will be nade and
distributed to all offerors who have requested a bid packet

Di scussions wth proposers my also be conducted after the
openi ng. In conducting the discussions, no disclosure of other
proposal s shall be nmade. Prior to award, the County may issue
a witten request for best and final offers. The request shall
state the date, time and place for the subm ssion of the best
and final offers. Best and final offers shall be requested
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only once wunless the Purchasing Mnager nakes a witten
determnation that it is advantageous to the County to conduct
further discussions or change the County requirenents. The
request shall inform offerors that, if they do not submt a
notice of wthdrawal or a best and final offer, their
I mredi ately previous offer will be construed as their best and
final offer. Al persons who submitted a proposal shall be
given the opportunity to submt a best and final offer if one
is requested

The proposals will be reviewed by the user departnent and the
Purchasing O fice, or evaluation conmttee. A recomendation
will then be nade to the Board of Supervisors based on an

evaluation of all factors stated in the RFP

Upon Board of Supervisors approval, award shall be nade to the
responsi bl e of feror whose proposal is determned in witing to
be the nobst advantageous to the County, taking into

consi deration price and the evaluation factors set forth in the
request for proposals. No other factors or criteria shall be
used in the evaluation. The bid file shall contain the basis
on which the award i s nade.

6.3 Selection and Contracting of Architectural-Engineering
Pr of essi onal Servi ces

The services of architect and engi neering rel ated services my
be acquired through a qualifications based sel ection process,
di rect selection or public conpetition.

6.3.1 Direct Selection

Contracting of Architects and Engi neers (A ES) by direct

sel ection is acconplished by selecting the consultant based
on know edge of their qualifications and experience,
agreeing on a negoti ated scope of work and then fixing the
conpensation. |f agreenent on scope of work or conpensati on
cannot be agreed upon, another consultant may be sel ected.
Ranki ng of firms is not required under this selection
process.

6.3.2 Public Conpetition

Publ i c conpetition includes publishing an advertisenent of
the conpetition for not less than thirty days before the due
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date, stating the type and |ocation of the work with
information as to the proposed cost, and the neans of
obtaining full information of the proposed conpetition.

6.3.3 Qualifications Based System

Sel ection nay al so be nade according to a Qualifications
Bases System (@BS). Dollar thresholds are defined in
Section 1.3 B. Firnms engaged in the lawful practice of the
prof essi on may submt an annual statenent of qualifications
(SOQ and experience. A selection commttee is fornmed to
eval uate the current SO on file with the purchasing
office. The commttee should consist of at |east three

per sons. The commttee shall select, in order of
preference and based on criteria established, a short |ist
of at least three firns deened to be the nost qualified to
provide the services required. The selection of the short
list nust be based on denonstrated conpetence and
qualifications only. Fees, price man-hours or any other
cost information may not be considered in the selection of
the short I|ist.

After a short list is selected, negotiations may comrence
for a contract with the highest rated firmfor the required

services. The negotiations shall include consideration of
conpensati on and ot her contract terns and conditions the
County determnes to be fair and reasonable. |In making this

determ nation, the County shall take into account the
estimated val ue, the scope, conplexity and nature of the
required services. |If a satisfactory contract cannot be
negotiated with the highest rated firmat a price or on

ot her contract terns, negotiations shall be formally
termnated. Negotiations would then be started with the
next highest rated firm in sequence, until an agreenment is
reached or a determination is made to reject all firnms on
the short |ist.

6.4 Selection and Contracting of Legal Services

The services of outside |egal counsel when such services are
recommended by the County Attorney, Superior Court or conflict
counsel , when such services are reconmended by the Public

Def ender, shall be acquired by the follow ng process.

Persons engaged in providing |l egal services may submt
statenments of qualifications and expressions of interest in
provi di ng such services. The County nmay specify a uniform
format that profiles qualifications and assures equa
opportunity for potential offerors. Persons may anend these
statenments at any tinme by filing a new statenent.
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Whenever practicable, the County shall give adequate notice for
the need for such services. The notice shall describe the
services required, list the types of information and data

requi red of each offeror and state the relative inportance of
particul ar qualifications.

The County may conduct di scussions with any offeror who has

submtted a proposal to determ ne such offeror’s qualifications
for further consideration. D scussions shall not disclose any
i nformati on derived from proposals submtted by other offerors.

The provisions of this section are not applicable to contracts
for professional wtnesses if the purpose of such contracts is
to provide for professional services or testinony relating to a
crim nal prosecution or an existing or probable judicial
proceeding in which the county is or nay becone a party or to a
contract for special investigative services for |aw enforcenent
pur poses.

Al'l resultant contracts to the offeror determned in witing to
be the nost qualified and after negotiation of conpensation,
deternmined to be fair and reasonable, shall be placed before
the Board of Supervisors for award.

6.5 Oher professional Services
Al'l other professional service contracts shall be procured

through the conpetitive sealed RFP process with pricing levels
set as in section 1.3.
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SECTI ON SEVEN
SUSPENSI ON AND DEBARVMENT OF CONTRACTORS

7.1 Purpose

The purpose of this section is to provide for the suspension
and debarnent of any person or firmfrom consideration for
awards for Coconi no County contracts. This action shall be
based upon certain types of crimnal convictions, civil
judgnments or contract violations, or for any other cause deened
to affect responsibility as a Coconi no County contractor.

7.2 Causes for Debarnent or Suspension

The causes for debarnment or suspension include, but are not
limted to, the foll ow ng:

A. Conviction of any person or subsidiary or affiliate of any
person for conm ssion of a crimnal offense arising out of
obtaining or attenpting to obtain a public or private contract
or subcontract, or in performance of such contract or
subcontract;

B. Conviction of any person or any subsidiary or affiliate of
any person under any statute of the federal governnent, this
state or any other state for enbezzlenent, theft, fraudul ent
schenes and artifices, fraudul ent schenmes and practices, bid
rigging, perjury, forgery, bribery, falsification or
destruction of Conviction of any person or any subsidiary or
affiliate of records, receiving stolen property or any other
of fense indicating a | ack of business integrity or business
honesty which affects responsibility as a Coconi no County
contractor;

C. Conviction or a civil judgnment finding a violation by any
person or any subsidiary or affiliate of any person under state
or federal antitrust statutes;

D. Violations of contract provisions of a character which are
deened to be so serious as to justify debarnent action,
i ncluding, but not limted to, the foll ow ng:

1. Knowingly failing without good cause to performin

accordance with the specifications or within the tinme limts
provi ded in;
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2. Failure to performor unsatisfactory performance with the
terms of one or nore contracts, except that failure to perform
or unsatisfactory performance caused by acts beyond the contro
of the contractor shall not be considered to be a basis for
debar nent .

A disclosure of responsibility formcan be found in appendi x A
This formw |l be sent with each bid packet and nust be
returned by the vendor with their proposal.

7.3 Witten Determ nations

A witten determ nation to debar or suspend shall be issued and
cont ai n:

1. The reasons for the action taken;

2. The action taken and the effective date and |length of tine
the action shall be in effect;

3. Informany debarred or suspended party involved of their
right to adm nistrative appeal.

A copy of the decision shall be nailed or otherw se furnished
to any debarred or suspended party.

A vendor may apply for re-instatenent at any tinme after the
period of debarnment has expired.

7.4 Authority to Debar or Suspend

The Finance Director is delegated the authority to debar or
suspend a party fromparticipating in County procurenent.
7.5 Period of Debarnent

The period of time for debarnent shall not exceed three years
fromthe date of the determ nation.

I f debarnment is based sol ely upon debarnent by anot her
governnent al agency, the period of debarnment may run con
currently with the period established by the other debarring
agency.

SECTI ON ElI GHT

LEASI NG
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8.1 GCeneral Information

A | ease/ purchase financing agreenent is a contract by which one
party conveys property to another for a period of tinme in
exchange for the paynent of interest and a portion of principa
on the purchase price of the property.

The use of |ease/purchase financing will be limted to those
situations in which it is in the County's best interest to
secure third party financing. Purchases nmade with | ease
purchase financing are made using the sane purchasi ng

gui del i nes as ot her purchases.

8.2 Procedural Information

User departnents must submt requests to use | ease purchase
financing to the Budget Director.

Upon approval, the Budget Director will forward the approval to
the user departnent and the Purchasing Ofice. The user
departnment will then submt a requisition to the Purchasing

O fice for procurenent of the equi pnent.

8.3 Rental of Equi pnent

Equi prrent shoul d only be rented to fill short-term equi pment
needs. This may include one-tine, short-term needs or short
term needs that may be re-occurring in which the rental of

equi pnment is nore cost effective than ownership of the

equi pnent .

8.4 Leasing of Buildings

The Board of supervisors has del egated authority to the Property
Manager to negotiate | ease contracts up to $30,000. Any |ease

t hat exceeds $30, 000 nust be done through the RFP process. The
Board of Supervisors nmust award all |ease contracts.

SECTI ON NI NE
SOLE SOURCE PROCUREMENT
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9.1 GCeneral Information

A sol e source purchase is the purchase of a comobdity avail abl e
fromonly one supplier. A purchase of this type generally is
of a special nature because of the type of goods naterials, or
services required by the user. The user departnent wll be
required to justify, in witing, the reasons for selecting a
product or service that is available froma sole source only,

i ncl udi ng obtaining the necessary Board approval as indicated
in section 1.2.

Sol e source purchases are contrary to public purchasing
procedures, and therefore the selection of products or services
of a sole source nature nust be limted as nuch as possible.
The only justification for sole source purchases are: 1) the
purchase of a sole source itemis to the County's best econom c
interest; or, 2) the itens are generally classified as
"captive" source itens and cannot be procured from ot her

sour ces because of manufacturer narketing arrangenents,

patents, etc.

9.2 Sol e Source Procurenent

When an itemor service is required which is thought to be
avail able only froma single supplier, the foll ow ng procedures
shal | be foll owed:

a) For purchases with an antici pated cost of $30,000 or less a
purchase requisition shall be transmtted to the Purchasing
Ofice indicating that only one source is known to exist.
Efforts should be nade by the requesting departnent to | ocate
any ot her possible sources, and the nanes of those contacted
who were unable to supply the required itens or services shal
be noted in the conment section of the requisition. The
Purchasing O fice will review the requisition and attenpt to
identify any potential suppliers who are not listed on the
requisition. |If no other source is found a purchase order w |
be issued to the sole supplier who is known to be capabl e of
filling the order.

b) Request for sol e-source purchases with an antici pated cost
of over $30,000 shall be transmitted to the Purchasing Ofice
in requisition formin the sane manner as above, with the nanes
of potential suppliers, except for proprietary purchases, who
have been contacted by the requesting departnent |listed on the
requi sition. The Purchasing Ofice will attenpt to | ocate any
ot her potential suppliers, and will publish notice of the
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proposed purchase in the newspaper for four consecutive days,
with a request that anyone who wi shes to be considered as a
potential supplier contact the Purchasing Ofice. If any
supplier other than the one previously identified is found to
exi st, then the purchase nust be done through the fornmal bid
process. |If no other suppliers are discovered, the Purchasing
Ofice will notify the departnment who will then submt a
request for approval of the purchase to the Board of
Supervisors for consideration as an agenda item If the Board
approves the purchase, a purchase order will be issued.
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SECTI ON TEN:

Emer gency Purchases of Materials and Services

10.1 Purpose

The purpose of this section is to enable Coconino County to
respond quickly in procuring materials and/or services when an
enmer gency condition exists.

10.2 Definition

The Finance Director nmay authorize others to nake energency
procurenents if there exists a threat to public health, welfare
or safety or if a situation exists which nmakes conpliance with
Sections 5.1 and 6.2 inpracticable, unnecessary or contrary to
public interest. Enmergency procurenents shall be nmade with as
much conpetition as practicable under the circunstances.

Any itemthat is procured under this emergency clause using the
reasoning that “a situation exists which nmakes conpliance with
Sections 5.1 and 6.2 inpracticable, unnecessary or contrary to
public interest”, may be considered as a one tinme opportunity
pur chase and nust:

1) Be capital equipnent or capital equi pnment as part of a
capital project.

2) Clearly denonstrate that the price is significantly bel ow
mar ket price. Two other vendor quotes shall be required.

3) Receive County Manager approval prior to placing the order.

4) Recei ve post acquisition approval fromthe Board of
Super vi sors.

10. 3 Procedures

There are separate procedures to be followed for energencies
occurring during (1) regular hours, and (2) at all other tinmnes.

(1) From Monday through Friday, 8:00 AM to 5:00 P.M, al
ener gency purchases are to be handl ed through the Purchasi ng
O fice. Emergency purchases will be left to the discretion of
t he Departnent head.
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For purchases over $30,000, the Finance Director wll advise
the County Manager of the energency condition and request
approval. The using departnent shall provide whatever

i nformati on or assistance is deened necessary. The operating
departnent shall inmediately transmt a purchase requisition

wi th EMERGENCY indicated in the comment section and the reasons
why the indicated acquisition is an energency.

(2) In the event the energency occurs after regular worKking
hours and contact with the Finance D rector cannot be nmade, a
departnment head nay act for the Finance Director as outlined
her ei n:

(a) Energency purchases of $30,000 or |ess may be authorized by
t he responsi bl e departnent head, and confirmed by transmtting
a purchase requisition marked "EMERGENCY" to the Finance
Director no |later than noon of the next normal working day
follow ng the purchase date. The departnent head shall approve
the purchase requisition and a brief but conplete explanation
shall be included in the requisition to support the energency
nat ure of the purchase.

(b) Approval of energency purchases of over $30,000 shall be
limted to the County Manager or the Deputy County Manager. A
departnment may proceed under procedures as outlined in 2a
above, for purchases of over $30,000 wi thout the prior approval
of the County Manager only in the nost extreme energency
circunstances and only after all efforts to contact the County
Manager or an authorized del egate have been exhausted. The
County Manager nust be notified as soon as possible of this
type of energency procurenment and a report nust be drafted and
forwarded to the County Manager.



SECTI ON ELEVEN
Recei vi ng, Inspection and Acceptance
o

Materials, Supplies, and Services

11.1 Purpose

To establish for all departnents the procedures for receiving,
i nspection and accepting equi pnment, materials, supplies and
servi ces.

11.2 Procedures
A.  Requisitioning Departnent

1. It is the responsibility of the requisitioning departnent
to receive and thoroughly inspect all delivered equi pnent,
materi al s and suppli es.

2. The departnent should inspect the materials to ensure that
they are the correct itens, the correct quantities, are
received in good condition, and are delivered to the correct

| ocati on.

3. If a shipnment is not acceptable, it is the responsibility
of the user departnent to contact the vendor and/or the
Purchasing O fice for appropriate action.

4. \When assured that the proper itens in the proper quantities
are received in the proper condition, the person should enter
the quantities received in the financial nanagenent system
(FMS). Any back ordered itens should not be electronically
recei ved.

5. Wien the full quantity of nerchandi se has not been

recei ved, but due to various reasons the requesting departnent
wi shes to consider the order conplete, as is, the departnent
shoul d contact the Purchasing Ofice so that they can cance
all back orders and consi der the purchase order conplete.

11.3 Purchase Order Delivery Follow Up
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Ceneral Information

The purchase is conplete only when satisfactory perfornmance by
the supplier has occurred. Conformance to contracts includes
time and place, as well as quantity and quality. An
interruption or delay in County activities or schedules due to
the failure to keep a prom sed delivery date is as uneconom ca
and harnful as any other default, and in addition is unfair to
t he unsuccessful bidders.

The Purchasing O fice and the user departnent do purchase order
delivery followup. The Purchasing Ofice also assists the
users when requested, and takes appropriate actions agai nst
suppliers when necessary. The assistance of the user
departnents is very inportant in this regard.

The prerequisite for purchase order delivery followup is
pronpt know edge of: (a) the goods, work or services ordered,

I ncl udi ng performance requirenents; and (b) the receipt or |ack
of receipt of the goods, work or services. For this purpose,
pertinent information nust be available pronptly for persons
responsible for delivery followup. Such information is
identified in the Purchase Order Inquiry screen on the FNMS

whi ch shows the vendor, purchase order nunber, goods or
services ordered, and the delivery due date.

In the event the goods or services are not furnished by the

requi red due date, the requesting departnent shoul d contact

the Purchasing O fice to determi ne the reasons for delay and
i dentify when the goods or services will be furnished.

In the event the supplier indicates that they do not intend to
furni sh the goods or services, or the reason for the delivery
delay is not acceptable, the Purchasing Ofice will take the
necessary steps to secure the goods or services, either from
that supplier, or from another

11. 4 Encunbr ances and Year- End Cut of f

It is essential that County does not obligate itself for
anmounts in excess of those budgeted, for a particul ar purpose.
I n an accrual accounting system all expenditures nust be
charged agai nst the budget of the year in which the goods or
services are received. To achieve these goals, the budgetary
devi ce of encunbering nmust be enpl oyed. An encunbrance does
not result in t he recognition of an expenditure. It sinply
obligates or "reserves" a portion of an unexpended budget for
the purpose of paying a liability when the related goods are
received or services rendered. |In the encunbrance system used
by the County, it will be necessary to encunber for al
expenditures requiring a purchase order.
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At fiscal year-end, all outstanding encunbrances wll be

anal yzed as to status. All encunbrances for itens, which have
not been received before June 30, will be canceled, and, if
desired and provided for in the new budget, re-encunbered in
the new fiscal year

Encunbrances for itens that have been received, or services
whi ch have been perforned, but not yet paid at fiscal year-end
will be charged to the fiscal year in which the itens were
received, or the services were perfornmed. In order to
acconplish a tinely year-end cutoff, purchase orders, other
than energencies, will not be issued after the second week of
May of each fiscal year. Departnents should plan their

pur chases, including those not requiring Purchase Orders,
accordi ngly.
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SECTI ON TWELVE:

Contract Adm nistration

12.1 Principles

Contract administration primarily consists of actions, which
nmust be taken by the Purchasing Ofice fromthe tinme a contract
is awarded until the supplies, or services have been delivered
and accepted, and paynent has been made. Once the purchase has
been made or the contract awarded, the contract adm nistration
function is the primary |ink between the supplier, the buyer,
and the using departnent, to handle problens arising fromthe
procurenent action.

User departnments are responsible for contract adm nistration to
assure that the supplier delivers the product or service to the
County user in accordance with the terns and conditions of the
contract issued by the Purchasing Ofice.

To insure consistent contractor conpliance, the contract
adm ni stration includes, but is not limted to the follow ng
t asks:

1. Hol di ng pre-performance conferences to enphasi ze County
requi renments and contractor responsibilities under certain
conplex or critical contract prograns.

2. Follow up with the contractor and user departnent on

probl ens occurring during the period of performance. It is the
responsi bility of the user departnent to docunent and keep
records of vendor performance on contracts. This information
is crucial in determ ning contract extensions or term nations.

3. Upon notification fromdepartnments, supported by
docunmentation, a letter of non-performance will be sent to a
vendor who has unsatisfactorily performed on a County contract.
This notice may state performance standards that nust be
satisfied by a tine indicated, quantity of goods to be

provi ded, or quality of service provided.

4. Fol |l owup on past due purchase orders and expedite delivery
as necessary.

5. Take necessary actions to anend existing contracts through
requi red approval channel s.

6. Take necessary actions to termnate existing contracts,
when required, through approved channel s.
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7. Resolve contract provision disputes within the authority
limts granted by the Board of Supervisors, Arizona State
Statutes, and internal procedures.

12.2 Contracts

A contract is a witten agreenent for the procurenment or

di sposal of supplies, services, insurance, equipnent or
construction. To be effective, a contract nust include offer
and acceptance by conpetent parties and the furnishing of sone
good or service for an agreed nonetary consideration.

Al'l services provided to the County, by outside agencies, firns
or individuals shall be on a contractual basis. If the

esti mated annual cost of services is over $30,000, the services
shall be bid publicly, and the contract awarded and signed by
the Board of Supervisors. For services with an annual cost not
to exceed $30,000, a mnimmof three witten quotations shal
be required, and a contract signed with the successful conpany.
The County Manager shall sign contracts valued from $10,000 to
$30, 000 for cooperative purchasi ng agreenent contracts. The

Fi nance Director shall sign contracts with an annual cost of
bet ween $3, 000 and $10, 000. The Purchasi ng Manager may sign
contracts from $1,000 to $3,000. Departnent Heads may sign
contracts for under $1, 000.

Generally Coconino County utilizes only "fixed price"
contracts, but mght in a special instance, because of narket
conditions, utilize a contract with price increase provisions.

A fixed price contract is used when the extent and type of work
necessary can be reasonably specified and the cost reasonably
estimated. Any tine there is a price increase under these
contracts, there nust be supporting docunentation fromthe
vendor showi ng an increased price for raw materials fromtheir
supplier. Escalator clauses relating to the Consuner Price

I ndex nmay be included in the contract |anguage.

"Requi rements contracts” are fixed price agreenents set up to
provide for recurring purchases of indefinite quantities from
the sane supplier for a specified period of tine.

A cost - pl us-a- percent age- of -cost provi des rei nbursenent to the
supplier for their actual cost plus an agreed-upon percentage

of the costs of the supplier’s overhead and profit. The use of
cost - pl us- a- percent age- of -cost contract is prohibited.

12.3 Monitoring of Requirenents Contracts
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The Purchasing Ofice is responsible to ensure that the

provi sions of requirenments contracts are strictly adhered to by
the contractor, and nonitoring by any County personne

aut hori zed to place orders against the contract.

Since the user departnent utilizes the contracted services or
products, they are in the best position to provide feedback
information to the Purchasing Ofice regarding specific
contractor performance. Any questions or problens the user has
with a contract supplier nmust be brought to the attention of

t he Purchasi ng Manager for resol ution.

A vendor evaluation form should be conpleted for every contract
adm ni stered by the County. This form neasures vendor/ product
performance and may be used as a source of evaluation criteria
on future contracts. Forns to be used to docunent vendor
performance are included as exhibits in Appendi x C

12.4 Placing Orders Agai nst Existing Requirenents Contracts

Only those individuals who have been specifically authorized by
the Finance Director can place orders against existing

requi renents contracts. Only those itens specifically defined
in the agreenent can be purchased as a part of the agreenents.

User departnments who have not submtted their estimated
quantity needs for requirenments contracts nmay not place orders
agai nst the existing agreenent without first receiving

aut hori zation fromthe Finance Director.

Each user departnent that has submtted its estinated needs and
whose requirenments have been included in the contract shal
nonitor its ordered material or service usage to insure that
they do not exceed the estimated requirenments. In the event
that quantity limts will be exceeded, the user nust first
request in witing to the Finance Director that the specific
requi renents contract be anmended to include any additiona
guantities.

12.5 Term nation of a Contract
Term nating a contract is nornmally the last alternative after

all other adm ni strative neans have been sought to resolve a
probl em between the County and a contractor. There are two
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reasons for termnating or canceling a County contract: for
conveni ence, and for cause (default).

1. Termnating for Convenience: There are two types of
term nations for conveni ence used by the County: (a)
for the nutual convenience of the contractor and the
County; (b) for the unilateral convenience of the
County.

a) Mutual Conveni ence: An exanple of this type is where
both parties agree that the contractor is no longer able to
provi de the service or product to the County under an existing
contract. The Finance Director is responsible for negotiating
the final settlenment fornula regarding costs and date of
termnation, and to prepare the recomended term nation in
accordance with the terns of the existing contract, if
appl i cabl e.

b) County Conveni ence: Dependi ng upon the terns of the
witten contract, this type of term nation nay occur whenever
the County determnes that termnation is in the best interests
of the County or that funds are not avail abl e.

2. Termnating for Cause: This type of term nation is enployed
when the contractor is in default or breach of contract.
Dependi ng upon the situation and the ternms of the witten
contract, it is the County's standard practice that a cure
notice be sent via certified mail by the Purchasing Ofice to
the contractor. This notice shall set forth the details
regardi ng the deficiencies, with the dates and background

i nformati on supporting non-performance or substandard
performance. The Finance Director establishes a firmecure
deadl i ne date. The period nust be of a reasonable |ength of
time to cure the deficiencies; normally the tinme period varies
fromten to thirty days, dependi ng upon the individua

ci rcunst ances of each case. Assum ng the contractor does not
cure the deficiencies to the satisfaction of the County, the
Finance Director will then send a show cause |etter by
certified mil to the contractor, wherein the contractor is
requested to show cause why their contract should not be
termnated. The Finance Director will then establish another
deadl i ne date for an answer to the show cause letter; usually
five to ten days. Unless the contractor shows sufficient cause
why the contract should not be term nated for cause, the

Fi nance director will initiate the necessary steps to termnate
t he agreenent and docunent the final action accordingly.

In all termnation actions, the Finance Director nust rely on
the user departnent to provide the necessary docunentation to
justify contractual decisions that are made. The using
departnment personnel are the "eyes and ears" of the County,
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expressing satisfaction or dissatisfaction with contractor
performance. The Finance Director either resolves the problem
or reconmends term nation of the appropriate contract to the
Board of Supervisors.

The usual procedure for termnating a contract is by no neans
the exclusive nmethod. The action taken will always depend upon
the witten terns of the contract, and the actual, factua
situation presented. The County reserves the right to enpl oy
all other avail able nmechani snms and renedies to deal with a
breach of contract.

12. 6 Contract Peri ods

Contracts should be for periods of time that coincide with the
County’s fiscal year whenever practical. Contracts that span
nore than one fiscal year nust include | anguage noting that the
conti nuation of the contract is subject to non-appropriation.
Contracts may have renewal clauses, but should not exceed three
to five years.

12. 7 Advertisenents for Formal Contracts

Invitations for bid will be prepared in a conci se manner
consistent with | egal requirenents, and describe the character
of the proposed contract or agreenent in sufficient detail to
enabl e the bidders to know what the general scope wll be,
either in the advertisenent itself, or by reference to detailed
pl ans and specifications on file at the tine of publication of
the first announcenent (ARS 11-254.01).

12.8 Arizona State Contracts

Coconi no County first entered into a cooperative purchasing
agreenent in January, 1974, with the Purchasing Ofice of the
State of Arizona, Department of Adm nistration, Finance
Division. This agreenent permts Coconino County to purchase
any supplies, conmodities, equipnent, services, and materials
covered by existing State contracts from consenti ng
contractors. The County recogni zes substantial savings on every
I tem bought through the State contracts.

Purchases fromthe Arizona State Contracts are not subject to
the requirenent for public bidding of any purchase with a val ue
over $30,000, as the State Purchasing Ofice has already
publicly bid the coombdities on the contracts. Purchases of
supplies, equipnent, and services shall be nade fromthe State
Contracts whenever it is in the best financial interest of the
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County, and the best overall value. Cost conparisons are not
requi red when a purchase is made fromthe State Contracts;
however, random conpari sons are encour aged.

12.9 Intergovernnental Agreenent (1 GA)

A cooperative purchasing I GA allows the County to nake
purchases using the results of bids and RFPs from ot her
governnental agencies. Wen it is in the County=s best
interest, using a bid or RFP from anot her agency wi th which
Coconi no County has an | GA nay be used. This allows the County
to purchase |ike goods and services w thout going through the
bi d process, which has already been done by the agreeing
agency. The vendor nust agree to sell the goods at the sane
price. The bid or RFP fromthe other agency nust have been | et
within the last twelve(12) nonths.

Coconi no County has a cooperative purchasing agreenent with
four other Flagstaff area governnent agencies; City of

Fl agstaff, Northern Arizona University, Flagstaff Unified
School District, Coconino Community Coll ege and Apache County.

Coconi no County is also a nenber of the Mdhave Educati ona
Servi ces Cooperative. Purchases made through this cooperative
have al so been publicly bid and therefore are not subject to

t he bi ddi ng requirenents.
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SECTI ON THI RTEEN
MATERI ALS MANAGEMENT

13.1 General Provisions

The Finance Director shall devel op and adm ni ster procedures
gover ni ng:

1. The managenent of materials during their entire life cycle.

2. The acquisition and distribution of federal surplus
mat eri al s.

3. The sale, |lease, trade-in, or disposal of surplus, scrap and
sal vage materials
as provided by statute AR S. 11-251.

4. The transfer or trade-in of excess materials, surplus
materials and fixed assets.

13.2 Disposition

The Board of Supervisors acts in all matters pertaining to the
di sposition of surplus materials as provided by statute. The
di sposition of surplus materials shall be as follows:

1. Surplus materials shall be disposed of as provided by |aw.
Only certified funds or cash shall be accepted for sal es of
surpl us property.

2. Auctions shall be advertised in accordance with statutory
provi sions. Wen nmaking sales by auction, the solicitation
shal | specify all terns and conditions of any sale.

3. Materials to be disposed of by trade-in to a vendor for
credit on an acquisition shall be subject to the sane
approval levels set forth for contract approvals as in
section 1.2. For credit anmounts under $1000, the Depart nment
Head may approve, from $1000 to $3000 the Purchasi ng Manager
may approve and any credit anmount exceedi ng $30, 000, the
Board of Supervisors must approve.

Wt hout public auction, by unani nous approval of the Board of
Supervi sors, property nmay be sold or | eased or donated to any

ot her duly constituted governnental entity including the State,
cities, towns or other counties; or County property nmay be sold,
| eased or donated to any charitable, social or benevol ent
nonprofit organization in or operating in this State.



A County using agency may acquire Federal or State Surplus
Property as nmay be usabl e and necessary for public purposes.

Theses acquisitions can only be nade by authorized depart nment
heads.
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SECTI ON FOURTEEN
PROCUREMENT ETHI CS

14.1 Enpl oyee Ethics

It is the policy of the Purchasing Ofice to pronote the County's
reputation for courtesy, fairness, inpartiality, integrity,
service, progressivism econony, and governnent by |aw. The
responsibility for inplementing this policy rests with each

i ndi vi dual who participates in the procurenent process, including
t he using departnment and suppliers, as well as purchasing
personnel . The Purchasing Ofice adheres to the ethical standards
nodel ed after the American Bar association (ABA) Mbdel

Procurenent Code and set forth by the National Association of

Pur chasi ng Managenent and the National Institute of Governnental
Pur chasi ng.

Anmong the prescribed practices for County enpl oyees are the
fol | ow ng:

No public enployee having official responsibility for a
procurenent transaction shall represent the County in that
transacti on when the enpl oyee knows that:

a. The enpl oyee is contenporaneously enployed by a bidder,
of feror or contractor involved in the procurenent transaction;

b. The enpl oyee, the enployee’s partner, or any nenber of the
enpl oyee’s inmmediate fam |y holds a position with a bidder,

of feror or contractor such as officer, director, trustee or
partner, has a personal and substantial participation in the
transaction, or owns or controls nore than five (5% percent of
the firm

c. The enployee, the enployee’'s partner or any nenber of the

enpl oyee’s inmmediate fam |y has a pecuniary interest arising from
the transacti on;

d. The enployee, the enployee’'s partner or any nenber of the
enpl oyee’s inmmediate famly is negotiating, or has an arrangenent
concerni ng prospective enploynent with a bidder, offeror or
contractor;

e. No enployee having official responsibility for a procurenent
transaction shall solicit, denmand accept or agree to accept any
paynent, | oan subscription, advance deposit of nobney, services,

entertai nment or anything of nore than nom nal value from any

bi dder, offeror, contractor or subcontractor.
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Enpl oyees may attend functions that are not |imted exclusively
to Coconi no County enployees, i.e., an industry trade fair, or

i ke function. Purchases nade directly fromany County enpl oyee
nmust be reviewed by the Finance Director and a witten conflict
of interest statenment nust be submtted to the Clerk of the Board
of Supervisors to be entered into the public record.

Any person involved in a transaction nmay request a witten County
Attorney’s opinion about the applicability of these provisions.

14. 2 Vendor Ethics

Coconi no County requires vendors to also be held to certain
ethical requirenents as foll ows:

a. No bidder, offeror, contractor or subcontractor shall confer
upon any public enpl oyee having official responsibility for a
procurenent transaction any paynent, |oan, subscription, advance,
deposit of noney, services or anything of nore than nom nal

val ue, present or prom sed;

b. Al bidders, offerors, contractors or subcontractors shal
submit with their bid a disclosure of interest formto inform any
personal interest of any nenber of the Board of Supervisors,
County Manager, County Attorney, Finance Director, Purchasing
Manager, or the spouse of each official;

c. Failure to make the required disclosure may result in
di squalification, debarnent, and suspension from bi ddi ng and
recessi on of contracts;

d. No contractor or subcontractor shall give, demand or receive
from any supplier, subcontractor, or conpetitors any bribe,

ki ckback, or anything of value in return for participation in a
procurenent transaction or agreeing not to conpete in a
transaction; and

e. Architects or engineers enployed by the county may not
furnish building materials, supplies or equipnment for any
structure or project on which they are providing professional
services. The County al so does not accept bids or proposals from
consul tants or bidders who have solely and directly prepared
specifications for a specific requirenment, regardl ess of whether

t he consul tant/bi dder was paid for the specification.

14. 3 Fraud

An act of fraud, is commtted if an enployee of the County
negoti ates a personal procurenent by fraudul ent use of a County
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requi sition nunber or purchase order nunber. Fraud al so occurs if
an enpl oyee clains a purchase is on behalf of Coconino County
when in fact the purchase was nade solely for personal use. A
personal procurenent fromthe State Contracts is also an of fense
subj ect to prosecution. Fraud is subject to prosecution and

enpl oyee di sci pline.

14.4 Penalty

Wl Ilful violation of the County’ s Procurenment Ethics Code may
result in disciplinary action up to and including term nation of
enpl oynent .

14.5 County Attorney Opinion

County staff is encouraged to request assistance fromthe county

attorney’s O fice whenever questions arise regarding the
applicability of these provisions.
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Glossary
Addendum — An addition or supplement to a document typically used for bids and RFPs.
Auction — A public sale of property to the highest offeror.

“Best interest of the County” — A term used in the absence of specific authority or instruction, to
authorize an official to use discretion in taking action deemed to be most advantageous.

Bid — An offer submitted in response to a notice of call for bids; can become a contract upon
acceptance by the County.

Bid Bond — A written agreement or check by which athird party guarantees that a bidder will
accept acontract as bid, if it is awarded.

Bid Opening — The public opening of bids which are recorded and made available for public
inspection.

Bidders List — A list of names and addresses of suppliers from whom bids, proposals and
guotations might be expected.

Business - Any corporation, partnership, individual, sole proprietorship, joint stock company,
joint venture or any other private legal entity.

Capital Outlay Buying - Machinery, equipment, and vehicles with ausual life exceeding one year
and costing more than $1000. Also included island, buildings, and improvements other than
buildings costing more than $5000.

Change Order - A written modification to a contract which directs a contractor to make changes
in the work within the general scope of the contract. The cost impact to the contract is also
established.

Collusion — A secret agreement to commit a fraudulent, deceitful, unlawful, or wrongful act.

Competitive Sealed Bid (Bid) - A process used to award contracts for the procurement of
supplies, materials and non-professional services over ten thousand dollars to the lowest
responsive and responsible bidder. Thisisthe most preferred method of procurement.

Competitive Sealed Request for Proposals (RFP) - A process used to award contracts for the
procurement of professional servicesin amounts over ten thousand dollars. The process includes
advertising notice of RFP, evaluating proposals received, negotiating proposals with acceptable
or potentially acceptable offerors, and awarding the contract after consideration of evaluation
factorsin the RFP and price.



Conflict of Interest — The actual or potential conflict in which a person any gain from (or hold
interest in) a company doing business with their employer.

Construction - The process of building, altering, repairing, improving, or demolishing any public
structure or building, or other public improvement of any kind to any public real property.
Construction does not include the routine operation, repair or maintenance of existing structures,
buildings or real property.

Contract — An agreement between parties, usually written, with binding legal and moral force;
usually exchanging goods or services for money or other consideration.

Contract Administration — The management of al actions, after the award of a contract, that must
be taken to assure compliance with the contract, including timely delivery, acceptance, payment,
and closing contract.

Contractor - Any person or business who agrees to furnish goods or services for a certain price;
may be a prime or sub-contractor.

Cooperative Purchasing — The combining of requirements of two or more political entitiesin
order to obtain the benefits of volume purchases and/or reduction in administrative expenses.

Debarment - An action taken by the County to prohibit a person or business from participating in
County procurement due to previousillegal or irresponsible action.

Department - Any County office, division, or department.

Escalation Clause — A contract provision which permits the adjustment of contract prices by an
amount or percent if certain specified contingencies occur, such as changes in the vendor’ s raw
material costs.

Ethics — The study of human conduct which deals with right and wrong; the philosophy of
dealing with moral conduct, duty and judgment; conforming to professional standards of
conduct.

Fraud — A deliberate misrepresentation of the truth, or afact, intended to make money, rights
privilege or property away from another person(s).

Informal bid —arequest for price quotations for gods or services that does not require a sealed
bid, public opening or reading.

Lease Purchase — A rental contract in which payments are applied as installment payments for
equity or ownership upon completion of the agreement.



Minor Informalities - A mistake excluding ajudgmental error, that has no or negligible effect on
price, quantity, quality, delivery, or other contractual terms. The waiver or correction must not
prejudice other bidders or offerors.

Non-professional Services - Services not requiring special licensing or certification, such as, but
not limited to, clerical services.

Offeror — A person or business who makes an offer.

Qualifications Based System (QBS) — The lawful process for selection of design professionals by
public ownersin Arizona. It isanegotiated procurement process for selection based on
gualifications and competence in relation to the work performed. Priceis not alowed to be used
as an evaluation criterion in a QBS, but is negotiated after the highest rated firm is sel ected.

Performance Bond — A contract of guarantee, executed subsequent to award by a successful
bidder to protect the buyer from loss due to the bidder’ s inability to complete the contract as
agreed.

Procurement — The combined functions of purchasing, inventory control, traffic and
transportation, receiving, receiving inspection, and salvage and disposal operations.

Professiona Services - Services that exacts the use or application of specia learning or skills.
Examples of professiona servicesinclude, but are not limited to, architects, engineers, medical
services, legal services and consultants.

Protest — A complaint about governmental administrative action or decision brought by a bidder
or vendor, with the intention of receiving aremedial result.

Purchasing — The act and function of responsibility for the acquisition of equipment, materials,
supplies and services.

Purchasing Manual — A document, adopted by the Board of Supervisors, which stipulates rules
for purchasing relations with suppliers, other departments and the public, and prescribes the
policiesto follow.

Purchase Requisition - An electronic document used by departments to request that a contract be
entered into for a specific need, and any include, but not limited to, the description of the
requested item, cost, quantity, vendor name, delivery schedule, shipping instructions,
departmental account number.

Relative - Husband, wife, parent, brother, sister, child, stepchild, grandparent, grandchild of
employee, or parent of employees spouse.



Responsible Bidder or Offeror — A bidder whose reputation, past performance, and business and
financial capabilities are such that the bidder would be judged to be capable of satisfying the
County’ s need for a specific contract.

Responsive Bidder or Offeror - A person or business who submits a bid or proposal which
conformsin all material respectsto the invitation for bids or request for proposals.

Salvage — Property having some value in excess of its basic material content, but isin such
condition that it has no reasonable prospect of use for any purpose as a unit, and its repair or
rehabilitation for useis clearly impractical.

Scrap — Material damaged, defective or deteriorated to the extent that it has no value except for
its basic material content.

Specification - Any description of the physical or functional requirements or characteristics of the
nature of a material, service or construction item. Specification may include a description of any
reguirement for inspecting, testing, or preparing a material, service or construction item for
delivery.

Subcontract — Any contract agreement, or purchase order with other than a prime contractor,
calling for the performance of any work, or for the furnishing of any material, required for the
performance of a prime contract.

Suspension - An action taken by the County, temporarily disqualifying a person from
participating in County procurement.

Terms and Conditions — a phrase generally applied to the rules under which al bids must be
submitted and the stipulations, included in most purchase contracts, often published by the
purchasing office for the information of all potential bidders.

Term of Contract — Time period covered by a contract.

Terms of Contract — Stipulations made in a contract.

Value Analysis— An organized effort directed at analyzing the function of systems, products,
specifications, standards, practices and procedures for the purpose of satisfying the requires
function at the lowest total cost of effective ownership consistent with requirements for
performance, reliability, quality and maintainability.

Unauthorized Order - Any order placed which does not conform to this policy manual.



APPENDIX A
DISCLOSURE OF RESPONSIBILITY STATEMENT
1. List any convictions of any person, subsidiary, or affiliate of the company, arising out of

obtaining, or attempting to obtain a public or private contract or subcontract, or in the
performance of such contract or subcontract.

2. List any convictions of any person, subsidiary, or affiliate of this company for offenses such
as embezzlement, theft, fraudulent schemes, etc. or any other offensesindicating alack of
business integrity or business honesty which affects the responsibility of the contractor. (See
procurement policy section 6.2 for types of offenses.)

3. List any convictions or civil judgments under state or federal antitrust statutes.

4. List any violations of contract provisions such as knowingly (without good cause) to perform,
or unsatisfactory performance, in accordance with the specifications of a contract.

5. List any prior suspensions or debarments by any governmental agency.

6. List any contracts not completed on time.

7. List any penalties imposed for time delays and/or quality of materials and workmanship.

8. List any documented violations of federal or state labor laws, regulations, or standards,
occupational safety and health rules.




, aS

Name of individual Title & Authority

of , declare under oath that
Company Name

the above statements, including any supplemental responses

attached hereto, are true.

Signature
State of
County of
Subscribed and sworn to before me on this day of
19 by representing him/herself to be

of the company named herein.

Notary public

My Commission expires:

Residing at:
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APPENDIX B
AFFIDAVIT BY CONTRACTOR

CERTIFYING THAT THERE WASNO
COLLUSION IN BIDDING FOR CONTRACT

STATE OF ARIZONA)
) sS

)

COUNTY OF:)

(Name of Company, Representative)
being first duly sworn, deposes and says:

That shelheis of
(Title)

(Name of Company)
and

That pursuant to Section 112 (C) of Title 23 USC, he/she certifies asfollows:
That neither he/she nor anyone associated with the said

(Name of Company)

has, directly or indirectly entered into any agreement, participated in any collusion or otherwise
taken any action in restraint of free competitive bidding for the bid for the:

By:

(Name of Individual/Representative)

Subscribed and sworn to before me this day of , 19

Title:
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My Commission expires:

(Notary Public)

APPENDIX C

VENDOR EVALUATION FORM

Department Name

Vendor Name

Bid/RFP #

Contract Award Date

Type of Service Provided

Rate the Following Service | ssues

Quality of Service
Delivery Time of Goods or Services
Quality of Product or Service

Responsiveness to Departmental Questions/Concerns

1-Poor 2-Fair 3-Good 4 -Excdlent
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APPENDIX C (cont.)

Documentation of Responsiveness

Date Time Called Phone #

Person Contacted

Description of Contracted Services (Detail exceptional or poor ratings)

Was the Problem Solved to the Department’ s Satisfaction







